
IACC 2013 - S26 Invoicing  

1 

So You Want Your 

Money 
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CAU Project Managers

Jacquie Andresen – (360) 725-3089

Jacquie.Andresen@commerce.wa.gov

Cathy Brockmann – (360) 725-3087

Cathy.brockmann@commerce.wa.gov

Carrie Calleja– (360) 725-3015

Carrie.calleja@commerce.wa.gov

Arlene Escobar – (360) 725-2725

Arlene.escobar@commerce.wa.gov

Denise Fry – (360) 725-2741

Denise.fry@commerce.wa.gov

Connie Rivera – (360) 725-3088

Connie.rivera@commerce.wa.gov

Missy Lipparelli – (360) 725-3086

Missy.Lipparelli@commerce.wa.gov

Contracts Administration Unit
WA State Dept. of Commerce

1/2013

1011 Plum Street SE

P.O. Box 42525

Olympia, WA 98504-2525

(360) 725-4000

(360) 586-8440 FAX
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Why are we here  

What is needed to request reimbursement for your 
project: 

 Before Construction 

 During Construction 

 After Project is Complete 

What is a complete A19-1A voucher package 

What to expect after submitting a reimbursement 
request 

Helpful hints 
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This course is designed to assist you in 
providing all the required information 
and meeting the contract requirements 

so your reimbursement request is 
disbursed to you as quickly as possible 
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How to prepare and submit an A19-1A 
Voucher with backup documentation 
and some tips on how to prepare it for 

the quickest review for approval. 
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• Executed Contract 

• Statewide Vendor Number 
(http://des.wa.gov/services/ContractingPurch
asing/Business/VendorPay/Pages/statewideV
endors.aspx)  

• Registration in the System for Award 
Management (SAM.gov) database (for federal 
funds) 

• A19-1A Voucher 

• Project Status Report  
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• Proof of Insurance (as required) 

• Dedicated Repayment Account (as required) 

• Compliance with Special Condition (as 
required) 
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• Approval of Construction Documents (as required) 
• Notice to Proceed 
• Federal Exclusion verification (EPLS check) 
• Environmental Compliance (05/05, Section 106, SERP, 

NEPA, SEPA) 
• Submit Preconstruction Conference Notes (as 

required) 
• 21-day Labor Package approval (as required) 

8 

• Project Status Report (as required)  

• Certification Compliance of Payroll Review (as 
required) 

• Additional Notice to Proceed and Federal Exclusion 
for sub-contractors on the project. 
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• Construction Completion Documentation (as 
required) 

• Project Close Out Request (as required) 

• Financial Review of Project Costs (as required) 

• Project Performance Report (as required) 

• Final Construction/Planning Report (as 
required) 

• Approval to Close (as required) 
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• A19-1A Voucher signed & dated in Blue Ink 

• All invoices to support your requested amount 
(copies) 

• Project Status Report (as required) 

• Fill in the date period covered by invoices 

• Complete totals in all sections applicable 

• Verify totals are correct 

• Invoice summary sheet 

11 

AGENCY NUMBER Short Code

Form 19-1A

By:

WASHINGTON STATE
DEPARTMENT OF COMMERCE

(SIGN IN BLUE INK)

$0.00

TOTALS $0.00$0.00 $0.00

$0.00

$0.00

$0.00

$0.00

$0.00

BUDGET
PREVIOUSLY 

REQUESTED
AMOUNT THIS INVOICEDESCRIPTION

Email:

                               (TITLE)                                                                  (DATE)REPORT PERIOD:

DATE

Contract Period:

$0.00

$0.00

AWARD REMAINING 

BALANCE

$0.00

$0.00

$0.00

1030

PO BOX 42525

Vendor's Certificate:  The individual signing this voucher below warrants they have the authority to do 

so as authorized and on behalf of the entity identified in the Vendor/Claimant section.  The individual 

signing below certifies under penalty of perjury that the items and totals listed herein are proper 

charges for materials, merchandise or services furnished to the State of Washington, and that all 

goods furnished and/or services rendered have been provided without discrimination because of age, 

sex, marital status, race, creed, color, national origin, handicap, religion or Vietnam era or disabled 

veterans status.  

OLYMPIA, WA  98504-2525

       VOUCHER DISTRIBUTION

VENDOR OR CLAIMANT (Warrant is to be payable to:)

Commerce Contract Number

Submit this form to claim payment for materials, merchandise or services.  

DEPARTMENT OF COMMERCE IN ST R UC T ION  T O VEN D OR  OR  C LA IM A N T :

Show complete detail for each item.

Contact Person:

Phone:

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00
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• Contact from your Project Manager if any 
questions or additional documentation is 
needed 

• Your funds disbursed to you anywhere from 
3-10 business days 
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• Records Management is very important 

• All Contracts are cost incurred or net 30 days 

• Create a summary spreadsheet with each invoice 

• If not using summary sheet, highlight amount on 
each invoice 

• Make sure and review what are eligible costs for 
your scope of work and program before 
submitting vouchers 

• If there are any changes in your contact 
information, please contact your project manager. 

• If a 21-day labor package needs approval, send 
before requesting funds. 
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